PITTSBURGH DISTRICT SELECTION PROCESS FOR ALL NON-SUPERVISORY GS-12's AND BELOW AND ALL WAGE

Request Personnel Action
Submit: Job Req Worksheet,
KSA'’s, Job Description,
Crediting Plan,
SF-52 for Recruitment

1

CPAC Review
Complete &
Correct?

Vacancy Announcement
Advertised
14 Days Minimum

CPAC, EEO, SEPC Subcom
Coordinates Outreach
3

v

Submit Interview Questions,

Rating Matrix, Selection Panel

Members, Selecting Official
4

~" EEO Approval?
CPAC

5

GRADE EMPLOYEES (See CELRPR 690-1-16)

Receive Selection Package
DEU Candidates (OF612, KSA's)

A ’ Internal Candidates (Resumix)

6

Selection Panel performs detailed

evaluation of all candidated

Based on OF-612, KSA's, Resumix
7

" Large Number of
Candidates?
8

Screening Effort (Optional) Selection
Panel or Selecting Official may reduce
the number of candidates for final
consideration using Rating Matrix
Evaluation

9

Approval? 4’

” Conduct
Interviews?
10

No

Panel Members or Selecting Official
Interview candidates and Rate each from
Application and Interview Results

**Panel required for GS-11 and above

11

Panel Chairperson and Members
Recommend Best Qualified Candidate(s)
and Alternate Candidates based on Merit
Factors.
Forward Results to Selecting Official

12

Selecting Official Selects Final
Candidate and Alternates.
Reason for Selection must be included on
Referral List.
Selection Package Returned to CPAC

13

CPAC and EEO conduct Procedural
Reviews and CPAC Issues Approval for
Selecting official to Notify Selected
Candidate

To|15




Manager Contacts Selected Candidate

(via telephone or letter)
Verify Acceptance of Job Offer
Negotiate Starting Date
Coordinate with CPAC

15

Notify CPAC of proposed
start date
20

" Candidate Requests
“Offer of Employment”
Letter

1R

Yes

'

Notify candidate of In-

Processing Requirements &

Reporting Time/Location
21

'

Notify Non-Selected
Candidates of Non-Selection
via Official Correspondence
(letter)

22

Legend:

Send “Offer of Employment”
Letter
17

'

Candidate Accepts
Offer of Employment

Select Another
Qualified Candidate?
19

If Requested by Non-Selected

Candidate(s). Provide

Outbriefing on Non-Selection
23

Required by OPM Regulation,
Agreements with AFGE, or
Required for CPAC Processing

Optional Procedures and
Policies to be Determined by
Division Chiefs or Selecting
Official on Case-by-Case
Basis.

Return Package to CPAC .
Cancel Vacancy: Readvertise
24




